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THE SCHOOL 

At Leehurst Swan, our pupils are at the heart of everything we do.  We recognise the uniqueness of 

each child and it is our privilege to guide them on the road to discovering their talents and achieving 

their true potential. We offer a family-friendly, nurturing environment and a broad and varied 

education which both stimulates and challenges. We seek to encourage a true enthusiasm for 

learning, and to help pupils grow in knowledge, wisdom and understanding, whilst preparing them 

for their future beyond school.   

We have been educating children on this site for over 100 years and our academic record is very 

strong. However, we also firmly believe learning should be imaginative and fun, and we place 

learning and laughter at the heart of all that we do. We are a small school, which allows us to 

provide individual attention, exciting opportunities and creative activities for all our children, so they 

can find their voice and receive the best preparation for their future beyond school.  

Leehurst Swan is structured into three phases — Lower, Middle and Upper — so that every child is 

supported in the way that suits their stage of development, learning and confidence. The Lower 

School is from Reception to Year 4. The Middle School is Year 5 to Year 8. The Upper School is Year 9 

to Year 11. 

THE ROLE 

The Bursar is a key member of the Senior Leadership Team at Leehurst Swan School, with 
responsibility for the effective financial, administrative and operational management of the School. 
Working closely with the Head, Governors and Senior Leadership Team, the Bursar will ensure that 
the School operates efficiently, responsibly and in accordance with all relevant legal, regulatory and 
governance requirements. 
The role encompasses finance and accountancy, general management and administration, estates 
and facilities, health and safety, HR and compliance, together with responsibility for supporting the 
School's long-term financial and operational sustainability. 
The successful candidate will be a highly organised, commercially aware and approachable 
professional who can balance strategic thinking with hands-on management of the day-to-day 
running of the School. 
 

KEY RESPONSIBILITIES 
 
1. Finance and Financial Management 

• Advise the Head and Governors on financial policy, strategy and the financial implications of 
operational and strategic decisions. 

• Prepare the annual School budget, including departmental budgets in consultation with the 
Head and relevant budget holders. 

• Monitor income and expenditure against approved budgets and provide regular financial 
reports to the Head and Governors. 

• Maintain accurate financial records and oversee the preparation of annual accounts and 
relevant financial statements in accordance with applicable charity accounting requirements 
and SORP. 

• Prepare and maintain cash-flow forecasts and longer-term financial projections. 
• Develop and maintain financial forecasts, including medium- and long-term projections, to 

support the School's strategic planning. 
• Prepare financial appraisals and business cases for significant projects and expenditure. 
• Monitor the School's financial performance and identify opportunities for improved 

efficiency and value for money. 



• Monitor the School's exposure to financial risk, including interest rates, inflation, pension 
liabilities and significant contractual commitments. 

• Ensure appropriate procedures are in place for cash handling, banking, purchasing cards, 
expenses and staff reimbursements. 

• Regularly review internal financial controls and recommend improvements where necessary. 
• Ensure appropriate financial delegations, authorisation limits and segregation of duties are 

maintained. 
• Advise the Head on significant arrears and recommend appropriate action. 
• Monitor outstanding fees and oversee appropriate debt-recovery procedures. 
• Establish and maintain effective procedures for the billing and collection of fees and other 

income. 
• Oversee the preparation and collection of pupil fees, extras and other income. 
• Ensure invoices are appropriately authorised, processed and paid. 
• Oversee payroll, including PAYE, National Insurance, pension contributions and relevant 

benefits-in-kind requirements. 
• Administer and oversee staff pension arrangements. 
• Advise on taxation matters, including VAT and other relevant obligations. 
• Ensure compliance with the financial requirements associated with the School's charitable 

status. 
• Liaise with external accountants, auditors, financial advisers, investment managers, banks 

and other professional advisers as required. 
• Oversee the School's investments and provide appropriate advice to Governors. 
• Maintain accurate financial and statistical records. 
• Advise on scholarship and bursary provision and, where appropriate, undertake financial 

assessments of families applying for assistance. 
• Support fundraising, capital projects and development initiatives where required. 

 
2. Governance and Administration 

• Support the Head, Clerk to the Governors and Governing Board in ensuring effective 
governance and administration of the School.  

• Coordinate and oversee statutory returns and information required by relevant authorities. 
• Develop, implement and review administrative policies and procedures. 
• Ensure the School maintains appropriate records and systems to support effective 

operational management. 
 

3. Human Resources 
• Act as a key adviser to the Head on employment and HR matters. 
• Ensure all employees have appropriate contracts of employment and that standard 

contracts remain up to date. 
• Maintain accurate and confidential personnel records. 
• Ensure compliance with relevant employment legislation, including working time, minimum 

wage, equality, discrimination, employment protection and other applicable requirements. 
• Support the Head and line managers with disciplinary, grievance, capability and other 

employment procedures. 
• Oversee the recruitment and appointment process from an HR and contractual perspective. 
• Manage the employment, terms and conditions, supervision and welfare of non-teaching 

staff. 
• Maintain appropriate HR policies and procedures and ensure they are communicated 

effectively to staff. 
 
 



4. Health, Safety, Risk and Compliance 
• Working with the Health and Safety Manager to oversee the effective implementation and 

monitoring of the School's health and safety arrangements. 
• Ensure the School has appropriate health and safety policies, procedures and systems in 

place. 
• Coordinate and monitor risk assessments across the School. 
• Ensure departments undertake appropriate risk assessments and that these are reviewed 

regularly. 
• Maintain appropriate records relating to health and safety, incidents, inspections and 

statutory compliance. 
• Arrange professional advice and specialist inspections where required. 
• Ensure appropriate fire safety arrangements are in place, including fire risk assessments, 

alarm systems, emergency lighting and evacuation procedures. 
• Ensure appropriate safeguarding of the School's buildings, facilities, staff and pupils from 

physical security risks. 
• Ensure the School maintains appropriate insurance cover, including employer's liability, 

buildings, equipment, travel and other relevant insurance. 
• Liaise with insurers and professional advisers as required. 
• Ensure appropriate compliance arrangements are maintained across School operations. 

 
5. Business Continuity, Emergency Planning and Security 

• Develop, maintain and regularly review the School's Business Continuity Plan and associated 
emergency procedures. 

• Ensure appropriate contingency arrangements are in place for significant disruption to 
School operations, including loss of utilities, buildings, IT systems, severe weather and other 
major incidents. 

• Coordinate the School's response to significant operational emergencies, working with the 
Head and relevant members of the Senior Leadership Team. 

• Ensure appropriate arrangements are in place for site security, access control, intruder 
protection, CCTV and other physical security measures. 

• Liaise with emergency services, insurers and relevant professional advisers where 
appropriate. 

• Ensure lessons arising from incidents, emergencies and near misses are appropriately 
recorded and incorporated into future planning. 

• Support the School's work on relevant school security, resilience and emergency 
preparedness requirements, including Martyn's Law and Benedict's Law, as applicable. 

 
6. Procurement and Contracts 

• Oversee the purchasing of goods and services for the School, ensuring appropriate value for 
money. 

• Establish and maintain effective purchasing procedures and controls. 
• Negotiate and manage contracts with suppliers and service providers. 
• Regularly review contracts to ensure they remain appropriate, competitive and fit for 

purpose. 
• Manage relationships with external contractors and service providers. 
• Ensure appropriate due diligence, insurance and compliance documentation is in place for 

contractors. 
• Seek competitive quotations and tenders where appropriate. 

 
 
 



7. Estates and Facilities Management 
The Bursar will have strategic oversight of the School's buildings, grounds and facilities, ensuring 
they are safe, well maintained, fit for purpose and provide an appropriate environment for pupils 
and staff. The Bursar will work with the Estates Manager to oversee: 

• Maintenance and upkeep of all School buildings and facilities. 
• Develop and maintain planned maintenance schedules and appropriate records. 
• Monitor the condition of buildings, plant and equipment and identify future maintenance. 
• Manage contractors undertaking maintenance, repair and improvement works. 
• Ensure appropriate statutory inspections and servicing are undertaken. 
• Oversee maintenance and testing of fire detection, warning, protection and escape systems. 
• Ensure appropriate fire risk assessments are undertaken and acted upon. 
• Monitor the safety and efficiency of electrical, gas, heating, hot water, water etc. 
• Manage energy supply contracts and promote energy efficiency and sustainability. 
• Ensure appropriate lighting, heating and ventilation are maintained throughout the School. 
• Ensure catering areas and facilities comply with relevant hygiene and food safety 

requirements. 
• Prepare specifications for significant maintenance and building projects. 
• Obtain quotations and tenders for works where appropriate. 
• Liaise with architects, surveyors, contractors, consultants and planning authorities on capital 

projects. 
• Support the development and implementation of the School's estates strategy and capital 

programme. 
• Maintain a long-term capital investment and asset-replacement plan informed by the 

condition of the School's buildings, plant, equipment and infrastructure. 
• Ensure capital projects are appropriately budgeted, risk assessed and monitored. 
• Monitor project expenditure against approved budgets and report significant variances to 

the Head and Governors. 
• Ensure appropriate project governance, procurement, professional advice and contractual 

arrangements are in place. 
• Maintain an appropriate asset register and ensure significant School assets are adequately 

insured and maintained. 
 
8. School Grounds and Outdoor Facilities 
The Bursar will work with the Estates Manager to: 

• Oversee the maintenance and presentation of the School grounds. 
• Ensure playing fields, gardens, courts, all-weather surfaces and other outdoor facilities are 

appropriately maintained. 
• Oversee the maintenance of boundaries, roads, access routes and rights of way. 
• Monitor drainage and other infrastructure requirements. 
• Ensure outdoor areas are safe, attractive and fit for use by pupils and staff. 
• Plan and budget for future improvements to grounds and outdoor facilities. 

 
9. School Operations and Support Services 
The Bursar will oversee or coordinate a range of operational services, including: 

• Catering: Work with the Catering Manager for in house school catering services  
• Cleaning: Work with the Estates Manager to maintain oversight of cleaning services and 

standards. 
• Transport: Work with the Estates Manager to maintain oversight of the management of 

School minibuses and other School transport, ensuring compliance with relevant legislation, 
servicing, inspections, driver training and assessments. 

• School Shop and Uniform: Oversight of the School shop and uniform provision. 



• Sports Facilities and Equipment: Management and maintenance of sports equipment and 
facilities. 

• School Lettings: Work alongside staff to oversee the management and administration of 
lettings of School premises to external organisations. 
 

10. Information Technology, Data and Cybersecurity 
• Provide strategic and financial oversight of the School's IT infrastructure and related 

expenditure, working with the IT Manager or external IT provider. 
• Ensure appropriate contracts, service-level agreements and support arrangements are 

maintained for IT services. 
• Oversee appropriate arrangements for cybersecurity, cyber resilience, data backup and 

disaster recovery. 
• Work with the Data Protection Lead/DPO to ensure appropriate contractual, financial and 

operational arrangements support compliance with data protection legislation. 
• Ensure appropriate due diligence and security considerations are incorporated into the 

procurement of IT systems and software. 
• Monitor significant technology-related risks and advise the Head and Governors accordingly. 

 
11. Strategic Planning and School Development 

• Work closely with the Head and Governors to support the School's strategic objectives. 
• Provide financial and operational advice on major strategic decisions. 
• Contribute to the School's long-term financial sustainability. 
• Develop long-term financial and estates plans. 
• Identify opportunities for efficiencies, cost savings and improved use of School resources. 
• Assess the financial and operational implications of new initiatives and developments. 
• Support capital development and improvement projects. 
• Work alongside staff to contribute to the marketing and development of the School where 

appropriate, recognising the importance of balancing commercial and development activity 
with core operational responsibilities. 
 

 
PERSON SPECIFICATION 

Essential - The successful candidate will demonstrate: 

• Significant experience in financial, operational or business management, ideally within an 
independent school, charity or comparable organisation. 

• Strong financial management and budgetary skills. 
• Excellent organisational and administrative abilities. 
• Experience of managing budgets, contracts and external suppliers. 
• Strong understanding of governance, compliance and risk management. 
• Experience of managing or overseeing HR and employment matters. 
• Experience of estates, facilities or operational management. 
• Strong knowledge of relevant legislation and regulatory requirements. 
• Excellent communication and interpersonal skills. 
• The ability to work confidently with Governors, the Head, staff, parents, contractors and 

external professionals. 
• Strong IT and financial systems skills. 
• The ability to manage competing priorities and work calmly under pressure. 
• A proactive and practical approach to problem-solving. 
• High levels of integrity, discretion and confidentiality. 



Desirable 

• Previous experience as a Bursar, Business Manager, Finance Director or Operations Director. 
• Experience working within an independent school. 
• Experience of working within a charitable organisation. 
• Knowledge of the Independent School Standards and regulatory framework. 
• Relevant accountancy, finance, HR, estates or business management qualifications. 
• Experience of capital projects and building development. 
• Experience of school governance and working with Boards or committees. 

 

WORKING PATTERN 

This is a full-time, term-time plus 8 weeks position, working approximately 40 hours per week, with 
the additional weeks to be worked during school holiday periods as agreed with the Head and 
according to the operational requirements of the School.  

The role requires a degree of flexibility, and the Bursar will occasionally be required to attend 
meetings, deal with urgent operational matters or undertake work outside normal working hours. 

The majority of the additional holiday working time is expected to be concentrated during 
the summer holiday period, when the School's annual financial planning, maintenance programmes, 
capital works, compliance checks and preparations for the new academic year are undertaken. 

The Bursar will be expected to plan annual leave in consultation with the Head to ensure 
appropriate operational cover throughout the year. 

 

APPLICATION PROCESS AND IMPORTANT DATES 

Applicants should download and complete the school’s application form and return it with a 

covering letter highlighting any strengths and reasons for applying for the post. 

Applications should be emailed to Mrs Bridget Wright, Deputy Head, on 

b.wright@leehurstswan.org.uk. 

Leehurst Swan School is committed to safeguarding and promoting the welfare of children and young 

people. All our staff are trained in child protection and work within the staff code of conduct and 

whistle blowing policies.  

Appointment is subject to satisfactory pre-employment checks, including references, identity, right 

to work, enhanced DBS, barred list check where applicable, and medical fitness. 

 

Start date: 4th January 2027, or earlier if candidate is available 

Salary: competitive. 

Closing date for applications: 5th October 2026 

Interviews: 16th October 2026 
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